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[bookmark: _gjdgxs]A&F Communication Request Form
Complete this form when sending a mass communication to the division or the campus. See example of completed form.
Instructions: 
1. "Make a Copy" of this form and rename the copy, making sure to include A&F Comm Request in the title. For example, A&F Comm Request - Financial Aid December 
2. Complete the BOLD information in the request document and add your communication to #7.
3. Share to will1935@plattsburgh.edu.   
If this is a time sensitive request, please follow up your submission by calling 518-335-7996. 

	1. Has Josee Larochelle approved this communication (Yes/No): 
	NO

	2. Mark an “X” for intended audience.
	      A&F division only

 X campus-wide communication


	3. If Campus-Wide, mark an “X” for all Mass Email Lists that will receive message:
	     employee-digest@ls.plattsburgh.edu
X  student-digest@ls.plattsburgh.edu
     critical-employees@ls.plattsburgh.edu     
     critical-students@ls.plattsburgh.edu  
     auxiliary@plattsburgh.edu
     classified@plattsburgh.edu
     emeriti@plattsburgh.edu
     faculty@plattsburgh.edu
     rf-suny@plattsburgh.edu
     union-csea@plattsburgh.edu
     union-mc@plattsburgh.edu
     union-pef@plattsburgh.edu
     union-uup@plattsburgh.edu

	4. From:
	Dana Kellerman
College Auxiliary Services

	5. Expected Send Date:
	Friday, 17th, 2021 through Thursday, 23rd, 2021

	6. Subject:
	Fall Break Buses 


7. 

Fall Break bus tickets go on sale, Friday September 24th at 3:30 p.m.  Buses will depart campus on Friday, October 8th promptly at 3:30 pm and return to campus October 12th, 2021.  Buses will stop at the following locations only: 	Comment by Anika Fullum: @dkell021@plattsburgh.edu where will the bus depart from on campus?
_Assigned to Dana Kellerman_	Comment by Dana Kellerman: Buses depart from the pick up area in front of the ACC on Rugar Street.	Comment by Anika Fullum: Thank you for the clarification.	Comment by Anika Fullum: _Marked as done_	Comment by Dana Kellerman: _Re-opened_
Thank you for your help and I am sorry to ask but where do I send it now that it is approved?	Comment by Anika Fullum: Apologies Dana, I was out of the office. It should be sent to the student digest -	Comment by Anika Fullum: student-digest@ls.plattsburgh.edu
· The Bronx, 
· Brooklyn, 
· Garden City, 
· Huntington, 
· Manhattan 
· Newburgh.  
Tickets go on sale on Friday, September 24th online at University Tickets.They are first come, first serve and are $140.00 round trip. They are non-refundable and non-transferrable. Additional information to assist you with planning your trip will be available through the ticketing system.

Contact CAS if you have any questions. 518-564-2035; plattsburghcas@plattsburgh.edu.
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